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MONEY & BANKING INSURANCE 


We know that you would rather have In this country it's called insurance, 
money than books, or lists of books about | the British refer to it as assurance; 
it 3ut, since wealth is not at our dis- | when payments become duc it is frequently 
posal, and submitting a suggested list of | referred to by other terms. Call it what 
re:.erences is, we call your attention to | you will, here are a few fairly recent 
the following? titles that your library may find useful. 


dnorican Institute of Banking. Ackerman,Laurence J.,ed. 
Bank bookkeeping and accounting, 159p. Risks we face: an introduction to pro;- 
$2.00, 1943. The Institute. erty insurance. N.Y.,Prentice-Hall, 1944. 
120p. $2.50. 


suerican Institute of Banking. 
Taundamentals of banking} how a bank Davis,Malvin &, 
norks. 568p. $3.50. 1943. The Institute. Industrial life insurance in the Uritcu 
States. N.Y.,McGraw,1944. 399p. $2.75. 


buvecss, Warren R, 
Zcoserve banks and the money market, Faulimer, Hiwin J. . 
reér.ed. 380p. 1946. Harper. Accident and health insurance. l.Y., 
McGraw,1940. 366p. 4.00. 


Graram, Ben jamin. 


vorld commodities and world currency. 
1682p. $2.00. 1944. MeGraw. 


Gordis,Fuilip. 
How to buy insurance. Norton, $4.00. 
(Announced for publication Mar.24,1947) 


Prather, Charles L. 
Money and banking. 3rd ed, 803p. $5.00. 
1946. Irwin. 


Harwood, Sdward and Frencis,3.H. 

Life insurance from the buyer's point 
of view. rev.sei. American Institute for 
Economic Research,54 Dunster St.,Harvard 


Rodkey, Robert G. S C: 3 9 166 
Teakd pertiiwi Sir Widikdaidiiieeens 's - anbridge 38,Mass.,1944. Cpe 


Giseussion for bank officers and directors 


22 4p. $4.00. 1944, Ronald. Huebner, Solomon Ss, 


Kconomicé of life insurance; huwaan 
life values} their financial organiza- 
tion, management, and liquidation. rev. 
ed. Appleton-Contury, 1944. 272p» $2.25. 


Steiner,William H. and Shapiro,Eli. 
Money and banking. 790p. $3.60. 1941. 
Holt ° 


Tromas,Rollin G, Kulp, Clarence A. 
Our modern banking and monetary system. Casualty insurance, an analysis of 


8212p. $4.00. 1942. Prentice-Hall. hazards, policies, companies and rates. 


rev.ed. N.Y.,Ronald press, 1942. 6800p. 
Westerfield, Ray Be $5.00. 


Money,credit and banking. 1172p. $4.50. 
1938. Ronald. Maclean,Joseph B, 


Life insurance. 6th eds McGraw, 1945. 
XL -. Willis,John B. 670p. $4.00. 


Co.S. Functions of the commercial banking 
¥be system. 225p. $3.00. 1943. Columbia Michelbacher, Gustav F. 

University Press. Casualty insurance principles, 2d ed. 
N.2 wf \ N,Y.,iicGraw,1942, 705p. $5.00. 
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HELLO AGAIN 


After passing up January and February, 
we bring you another Focus. So far, tho 
I.L.A.Executive Committee has failed to 
give a verdict on the life or death of 
FOCUS, 

We have been asked by the president of 
I.L.A., the State Librarian and the Pub- 
lic Relations Committee of I.L.A. to con- 
tinue Focus in its same form until the 
I.L.A. Executive Committee decides on 
the future policy. 

Simce no new Business and Industrial 
Relations Committee has been appointed, 


"Corresnondents" have been asked to 
assist with specific articles. 

If you file Focus, don't look for the 
January and February 1947 issues; there 
weren't anye 


GOBBLEDYGOOK 
OR 
EPISTOLOGRAPHIC SUPERFLUITY 
CR. 
HOW NOT TO WRITE BUSINESS LETTERS 


It was Pascal who said "I have made 
this letter rather long only because I 
have not had time to make it shorter." 
He was honest ~ realizing that fewer 
words well chosen are better than super- 
fluous verbiage. 

Maury Maverick, a government official 
during the war,conducted a one-man can- 
paign against Gobbledygook. He issued an 
ultimatum in which he advised his staff to 
stay off of gobbledygook language. "It 
ony fouls-people up." "Be short and sav 
“hat you're talking about." 

the Public Administration Review, in 
vue Spring 1944 number, elaborates on 
this idea and puts a well-known passage 
of Genesis into Gobbledygookese, "The 
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Office of Omnipotence authorizes the use 
of the statement: 'As of the present 
instant, and hereafter and until revoked 
or amended by further order,illumination 
is declared requisite and mandatory.'" 
Or yet,Shakespeare's "To be or not to 
be," etc. might have been "Existence, 
considered as an alternative to non- 
existence, is hereby declared a pormissi- 
ble subject of examination and review. 
We are especially interested in ascer- 
taining whether the broad over-all pic- 
ture of morale, as it applies to the 
individual, is greater under a passive 
acceptance of adverse psychological con- 
ditions, or whether it is more bonefi- 
cial to take such steps as may scem 
appropriate toward the permanent remova. 
of such condition," 

Rudolph Flesch, in a later issue of 
the Public Administration Review(summer 
1945) wades into "officialess jargon" a 
bit more. He takes concre‘e examples and 
rewords them so they can be und2rstood 
without benefit of the much overworked 
Philadelphia lawyer. He mentions several 
points which to us seem important. "USE 
SHORT SENTENCES. GET RID OF WORDS WITH 
PREFIXES AitD SUFFIXES. :3NTION THE 
PEOPLE YOU ARS TALKING ABOUT. USE ACTIVE 
VERBS. AVOID UNNECESSARY RePStiItIoN. 

AVOID COMPOUND PREPOSITIONS. STRESS THE 
RULE RATHUR THaN THES EXCEPTION. aVOID 
NEGATIVES STATON: TS," 

One group of individuals that we think 
should read and héed this sort of thing 
is law writers. Recently we were asked to 
check a picce of proposed legislation. 
After reading it four times we gave up. 
The "whereases" "exceptions" "heretofores" 
and "aforemeationed" threw us for a loss. 

Just what steps society can take to 
punish those who are guilty of the use of 
gobbledygock is a weighty question. One 
suggestion has been offered. Confine the 
transgressors in a sound proof chamber and 
make them listen to a radio that gives out 
with nothing but singing commercials. 


TWSURATCE 
(Continued from page 1) 


Mowbray,Albert H. 

Insurance: its theory and practice in 
the United States. 3d ed. 694p. $5.00. 
1946. iicGraw. 
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PAMPELETS 


Air Conditioning & Refrigerating Machin- 
ery Assoc,,Southern Bldg.,Washington 
5 D.C, 
Job opportunities for the war veteran 
in air conditioning and refrigeration 
industry. l2p, 1946. Fraa, 


American National Livestock Assoc.,515 
Cooper Bldg.,Denver,Colo. 
Uncle Sam; world's largest landlord 
(public land noldings of the U.S.) 3lp. 
1946, 


Auerican Viscose Corporation. Consumer 
rolations section, 350 Fifth Ave.,New 


York le 
Short course in rayon. Loose—leaf,.1946 


California State Department of Education. 
Sacramento, Calif. 
Course in carpentry: first year - 
foundations and framing. 148p.1946. 50c. 


Chamber of Commerce of the U.S.,Foreign 
Commerce Department,1615 H St.,Washing 
ton 6,D.°, 

Foreign commerce handbook. 74p. 1946. 
25c. 


Chrysler Corporation, Detroit 31, Mich. 

Of interest to young men ¢onsidering 
their futures; examples of how twenty- 
four young men got ahead and made a suc- 
cess of selling automobiles and trucks 
at retail. nepe 1946. 


Committee on Puolic Debt Policy,26 Liber- 
ty St.,New York 5. 
Our national debt after great wars. 
l2p. 1946. 25c. 


Dick,A.3.Co.,720 W.Jackson Blvd., Chicago 
6. 
How to plan and publish your annual 
report . 4p.Free . 


Dick, A.B.Co.,720 W.Jackson Blvd.,Chicago 
Ge 
How to use the mimcograph duplicator. 
4n-Free. 


Distilled Spirits Institute, Netional 
Press 3ldg.,Washington 4. 
Public revenues from alcoholic bever- 
ages,1945. 63p. 1946. Free, 
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Doughnut Corporation of America,393 


7th Ave.,New York 1. 
"So you want to go into the doughnut 
business?" 40p. 1946. 


General Electric Company, Advertising & 
Sales Fromotion Division, Div, 6-215 
1 River Road, Sohenectady 5,N.Y. 
Careers in the electrical industry. 
28p. 1946. Free, 


Illinois. State Geological Survey, Urbana, 
Tllinois. 
What about our minerals; a query book 
on the geology and mineral resources of 
Illinois. 23p. 1946. 


Kelvinator,Nash-Kelvinator Sales Corp:.. 
tion,2151 W.Fort St.,Detroit,Mich. 
To a man in search of his future (in 
the selling ficld).n.p. 1946. 


Machinery and Allied Products Institute, 
210 Seventeenth St.,N.W., Washington 
»D.C. 


&4n analysis of the Nathan report en- 
titled "A national wage policy for 1947." 
14p. 1946, 


Michigan State College,Extension Service, 
E.Lansing, Mich. 
Concrete block construction, by C.H. 
Jefferson. (Ext.Bull.377) 16p. 1946. 5c 


Milk Industry Foundation, Chrysler Bldg., 
New York 17. 
Milk facts. 3lp. 1947. Free. 





National Bducation Association, 1201 16th 
St.,Washington 6. 
Minimum standards for school buses. 
54p. 1946. 30c. 





Jational Research Bureau, Inc.,415 N.Dear- 
born St.,Chicago,I1l. 
What makes direct mail successful, by 
Robert Strong. 47p. 1946. 


Park Publishing House,4141 Vliet St., 
Milwaukees?, vis. 
Osteopathy as a career, by W.%.Belleau, 
33p. 1946. 60c. 





Purdue University. Agricultural #xperi~ 
Station, Lafayette,Ind. 
an economic study of the history, 
status and operation of agricultural co- 
operatives in Indiana. 48p. 1946. 
(Continued on page 4) 
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A BUSINESS 


From time to time we have called to 
your attention specific publications in 
the "Establishing and Operating" series 
of the U.S.Bureau of Foreign and Domes-— 
tic Commerce. This is an excellent serie 
Libraries missing them will miss a use- 
ful source of information. 3ecause thoy 
have been issued at different times and 
listings have been piece-meal, we have 
tried to assemble a complete list. These 
pamphlets may be ordered from the Super- 
intendent of Documents, Washington 25, 
D.C, for the price indicated. Those pub- 
lications are a part of the Foreign and 
Domestic Commerce Bureau's Industrial 
Series. 

Establishing and Operating a = 

Metal Working Shop. (0.16) 35c¢ 

A Shoe Repair 3usiness.(No.17) 35c 

Your Own Business. (No.19) 10c. 

Small Sawmill Business. (No.20) 35¢ 

Grocery Store.(No.21) 55c 

Service Station. (10.22) 35c 

Concrete Block Business. (Title: Will 

malcing concrete block pay in your 
community.) (Noe23) 15¢ 
Automobile Repair Shop. (No.24) 35¢ 
Beauty Shops (No.25) 30c 
Real Estate and Insurance 5Srokerage 
Gusiness.(f0.26) 30c 

Painting and Decorating Contracting 
Business. (No.27) 25c 

Zlectrical Appliance and Radio Shop. 
(30.28) 35c 

Retail Bakery. (i0«29) 35¢ 

Hardware Store. (No.31) 35c 

Apparel Store. (No.32) 40c. 

Dry Cleaning Dusiness.(No.33) 35¢ 

Retail Shoe Store.(N0.34) 35¢ 


STARTING 





Page 4 

Manufacturing Brick and Tile to serve 
your community. (No.49) 15c. 

Paint,Glass, and Wallpaper Store. (no.51) 
15¢e. 

Trucking Business. (No.52) 20c 

Gift dnd Art Shop. (No.53) 15¢ 

» Sporting Goods Store. (No.54) 15¢ 

Jewelry Store. (No.58) 15c 

Small Print Shop. (No.56) 15¢ 

Music Store. (No.57) 20c. 

Automatic Merchandising 5usiness. (No.58) 
15c. 


} Air Conditioning and Refrizoration 


Business. (130.59) 20c 


PAMPHLETS 
(Continued from page 3) 
Steuben Glass,718 Fifth Avo.,New York. 
Zooks on glass; a checklist of 183 
titles. 27p. 1946. 


U.S.War Department, Washington,D.C. 

Universal military training - why neod- 
ed, what it is, some objections, questions 
and answers. 24p. 1946. 


Weatherhead Co.,300 
Ohio. 
Technique of job 
tion, dy Charles 5S. 
Free. 


| FOCUS ON HOCUS FOCUS | 


"Poleranc3 of Man Toward Hot Tempera- 
tures" is the title of supplement 192 to 
the recently issued U.S.FPublic Health 
Reports, A business acquaintance of ours 
says he is ordering this pamphlet in 
quantity. He plans to send copies as a 


Z.13lst St.,Clevcland, 


analysis and evalua- 
Matton. 135p. 1946 o 


Variety and Goncral Merchandise Storo. |subdtle reniuder to his customers who 


(No.35). 45¢ 

Hoating and Plumbing Susiness. (No.36) 
30c. 

Laundry. (No.37) 40¢ 

Restaurant. (io.39) 45¢ 

Bookkeeping Service. (ilo.41) 15c 

Sook Stores (0.42) 10c 

Weekly Nowspaper. (ilo.43) 15c 

Stationery and Office-Supply Store. 
(110.44) 10c 

Retail Feed and Farm Supply Store. 
(tio.45) 15¢ 

Mail-Order Business. (llo.46) 25c 

Small Woodworking Shop.(No.47) 15¢ 

Confectionory-Tobacco Stores(No.48)15¢ 


wont's pay their bills. 


Another vamphlet "Land clearing with a 
bulldozer" is oxtension bulletin No.343 
of the State College of Washington at 
Puliman,Washington, When you come to think 
of it, this pamphlet really could offer 
‘sone interesting subject heading possibdil- 
ities if it is put in a pamhlot file. 
We are toying with the idea of putting it 
under DOZING, 3ULL. 





